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Assistance 
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1.0 PURPOSE: 
 

1.1 To provide the opportunity for City employees to participate in assisting a child, teen
adult with their education or educational activities. 

 
.0 APPLICABLE TO: 

2.1 All classified, exempt, and term employees. 

.0 REFERENCES: 

3.1 City Rules and Regulations, Rule 13.60 

.0 DEFINITIONS: 
4.1 None 

.0 POLICY: 

5.1 The City of Santa Fe will grant a maximum of eight (8) hours of administrative leave
school year for educational assistance.  The leave may not be accrued and will be gra
only upon request. 

 
.0 PROCEDURES: 

6.1 The employee must submit  leave request form in advance to his/her supervisor follo
normal leave request procedures.  The employee must attach a memo explaining the 
educational activity they are requesting.  His or her interest in the activity should also
described.  Leave must always be pre-approved.  Leave should be reported to the Pay
Office on regular time sheets.  

 
7.0 APPENDIXES: 

7.1 None 
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